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a medical evaluation prior to reaching 
a decision on employability. EMFs are 
to be transferred by the NPRC only to 
the agency-designated manager (med-
ical, health, safety, or personnel, or 
other designee) shown on the request 
form.

§ 293.511 Retention schedule. 
(a) Temporary EMFS records must 

not be placed in a newly-created EMF 
for a separating employee and must be 
removed from an already existing EMF 
before its transfer to another agency or 
to the NPRC. Such records must be dis-
posed of in accordance with General 
Records Schedule (GRS) 1, item 21, 
issued by the National Archives and 
Records Administration (NARA). 

(b) Occupational Medical Records 
considered to be long-term records 
must be maintained for the duration of 
employment, plus 30 years or for as 
long as the OPF is maintained, which-
ever is longer. Therefore, upon separa-
tion, the records must be provided to 
the employee’s new agency, or they 
must be transferred to the NPRC, 
which will dispose of them in accord-
ance with GRS 1, item 21, issued by 
NARA.
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§ 294.101 Purpose. 
This subpart contains the regulations 

of the Office of Personnel Management 
(OPM) implementing the Freedom of 
Information Act (FOIA), 5 U.S.C. 552. 
Except as provided by § 294.105, OPM 
will use the provisions of this subpart 
to process all requests for records.

§ 294.102 General definitions. 
All of the terms defined in the Free-

dom of Information Act, and the defini-
tions included in the ‘‘Uniform Free-
dom of Information Act Fee Schedule 
and Guidelines’’ issued by the Office of 
Management and Budget apply, regard-
less of whether they are defined in this 
subpart. 

Direct costs means the expenditures 
that an agency actually incurs in 
searching for, duplicating, and review-
ing documents to respond to an FOIA 
request. Overhead expenses (such as 
the cost of space, and heating or light-
ing the facility in which the records 
are stored), are not included in direct 
costs. 

Disclose or disclosure means making 
records available, on request, for exam-
ination and copying, or furnishing a 
copy of records. 

Duplication means the process of 
making a copy of a document nec-
essary to respond to an FOIA request. 
Among the forms that such copies can 
take are paper, microform, audiovisual 
materials, or machine readable docu-
mentation (e.g., magnetic tape or 
disk). 
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